LHRES :
RABEMZTELSR N R
HSehreR:
VACANCY ANNOUNCEMENT Closing Date 9 Feb 16
£17H:
Date of Issue 27 Jan 16
138 Job title (&% Grade 5 /FBPEHK LD 3 ) S&E A | A B EEFH Area of Consideration
No. of X 3| MLC/IHA %8 (ERBEM)
Training Instructor (Generaj)’ #445 Recruitment | ¢yrrent MLC/IHA Employee within Activity
(NIRRT (—#) ) D B2 MLCAHA 53 B (R ENERN)
. - e = TE ) Current MLC/IHA Employee in commuting distance
Acceptable trainee level ((RFATIRER E LVER): 14 1% [] B MLCIHA £ (27 B £ )
X sH% [ BER Ogz% OE#XR Do Off Bace Amtiant -
Administrative  Blue Collar Trade Security Medical
2. EBBX Activity
U. S. Naval Ship Repair Facility & Japan Regional Maintenance Center,
Yokosuka, Administrative Department (C1100), 5. A DFELE Type of Employment
Training Division (C1140), General Training Branch (C1142) X MLC
) #5135 Fr Working Place: 178%™ BT Tomari-cho, Yokosuka L] IHA L1HPT
3. EhF5 MR Work Schedule (3B_40  FERSH hrww) X] & F Permanent
#1758 Work Days: Monday thru Friday AEEH - €&H L] BRE Limited Term (_» A Months)
Eh75RERE - /KER Work Hours/Recess Period: 08:00-16:45/12:00 — 12:45
] % #h Night Shift X 7% % Overtime  [X] Hi3k Business Travel

6.BEFEA A Duties
See attached sheet

7EBEH. B&SEH Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience equivalent at 1-4 level in the related work, OR
completion of 4-years college/university in a related field.

b. Knowledge of training requirements and guidelines of NAVSHIPREPFAC Training Program.

c. Skill in operating computer with applications such as Microsoft Word, Excel, and Power Point, etc.

d. Ability to coordinate training courses with various training vendors in the U.S. and Japan on a daily basis.

e. Ability to prepare training announcements, memorandums, training job orders, letters, etc.

f. Ability to translate training materials from Japanese into English or vice versa.

g. Ability to speak, read and write English at fluent proficiency level (LD-3) and Japanese at exceptional proficiency level.

*An applicant who does not fully meet the qualification requirements stated above may be considered at a lower grade level
as below.

1-4: a. One year of clerical, technical, or administrative work experience in any field, OR completion of 4-years
college/university in any field.

*Handicapped applicants may be accepted, depending on the degree and kind of disability.

FEE 17 English Language Proficiency : [ _JWAZE7AE L None [_#0#% Basic ] #& Intermediate [<X] £ #% Advanced [ |45FEX D HE I Exceptional

2 Educational Background : N/A | %555/ 1& T 5 License/Certificate Required : 7/8 ¥ 8 See blocks 7 & 8
8.32H9 %+ M Application and Associated Documents BER R

Working Condition

*[X] 22 R I35 FA#E Application for Vacancy Announcement

*X] S PR TE#EFEE Resume of Specialized Work Experience

*MEBAlL Complete * in [] BAFE T Japanese X #EET English [] &5 5 T4 Either

X RiEBENEBRBEETHHE L TCWLWDAIFK. [HKICET HERE]

If you have any family/relatives who work at U.S. Navy base/facility in Japan, “Questionnaire on Relatives”
X HEDREHNFIBAT 5 L DD E L Certificate of English Proficiency (Copy)

X 82 AEIFZF L. BEEOBERS FiT- K& EZE U RIEMAHE (12cm x 23.5cm)

12cm x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 82 yen stamp (MPS is unacceptable.)

X BREEUSND AL, HEEH— FRU/IRXKR— FEIED 3 E— For non-Japanese citizen applicant,
copy of Residence Card and Passport/Visa Copy




9. HEEMEIBHSL Office to Submit

REHEE (BEAMLC/IHARRR) ENABIEEE GEEXR) TH. REEERHANEVEY., LREXERHKME
FHEBADOENME. BXREHLTTSL., BEMIASE, Office to submit job application documents is
different for Current MLC/IHA Employees versus Off Base Applicants. Please ensure to submit required application
documents to the right office. Applications must be received by the closing date of the Vacancy Announcement.

GXB) LRBEB4ED “BEREGH" B MLC/IHAREEDADIF/E . NEBIEHEE GEEXE) Ho0REEHRE
EBHELRYETOTITITET S, When item #4, “Area of Consideration” above shows “Current MLC/IHA
employees” only, Off Base Applicants will be rated ineligible.

1. ABBEE (B MLCIHAHERR) RH% CRKBEMAREMBAXAERAR (HRO)) :
Current MLC/IHA Employees must submit to (Human Resources Office (HRO), Yokosuka Navy Base):

T238-0001 T 238-0001
HE)|E#EBAE TR 1 &t 1 Banchi Tomari-cho, Yokosuka
PSC 473 BOX 22 CNRJ HRO N132 PSC 473 BOX 22 CNRJ HRO N132

N #&/Extension 243-8152

KBEHATEMEMEFANEHR 1. BAAZEFELGRIBTROTORICAREEERD IERCHREAE] NRE
LTHYFET., EHFRO0600H&LY. FRO600BETINHEANDGEEHDIRENAETT,

Job Application Drop Box is available for submission of job application documents from 0600 to 1800 daily, which is
installed to the wall immediately below the JN Vacancy Announcement Bulletin Board (1* fl.) in the office located on the left
side of the main gate to the Yokosuka Navy Base.

2. NEBEEE (EREE) RBHE: Off Base Applicants must submit to:

T238-0011 T238-0011

AE)IEEAERRHIVER 1-6 HEEIL 45 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(BB EEFBHESHEERBIEEE I (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—& Management #1 Section

EiE%E S Phone  046-828-6959

SZATHERE - AREE—EMBE. 0830-1730 B (AADEBZR<), ERFHEFOIERIEIbLIIEBLEHETELY,
Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese Holidays) . Please contact LMO/IAA for questions on conditions of
employment.

10. EFHWIRH For Official Use

FEAETI%#E Y Activity POC : SRF-JRMC MLC Manpower Division (C1160) FE (DSN) 243-5245
PD No.:SRFJRMC-1142-002 PD is accurate and current. Certified by Activity: ka :5?/:2(;6‘"1: L/21) as1/21

HEBEEZHRZ L TOVEMEE BEDOMRIZAY £ A, Incomplete applications will not be considered.
RESNEIEEEHIEIHIRL LEE A, Submitted applications will not be returned.

PRIVACY ACT STATEMENT {BEAfSREEIZDOLNT

AUTHORITY:: Executive Order 10450, 9397; and Japan Law Concerning Protection of Personal Information (Law No. 57 of 2003).

EE RETTEERS 10450,9397 ; KR BAK - EANFERORECET 5:EF (Fr1 5EXZEER+HES)

PRINCIPAL PURPOSES: To record Personal Information for the purposes of executing the business operations of the U.S. Forces, Japan and protection of
human life, safety and property, NOTE: Records will be securely maintained in either an electronic or paper form.

FEWM: ABDEMm. B2, HEORELEBRFEOXRBEOXTZEMNE LT, BARRELRT 54,

R ERIEIETFER. L LJIETITHEIRESNET,

ROUTINE USES: To maintain Personal Data accurately with the most up-to-date content to the extent necessary to achieve the stated Principal Purposes.
FIFABR: TEHMOERICLELG, B CEREGEANEREHIET 54,

DISCLOSURE: Disclosure of this information is voluntary; however, failure to provide the requested information may impede, delay or prevent further
processing of administrative actions.

1EHER: EABROFRIERETTD. ERSINEREZRELEN ST-BE. TOROFHREDHIT. Eh. HAHULIHE
LRBEABYET,

Format Rev: 5-30-14




Duties:

Under the direction of Training division head, conduct NAVSHIPREPFAC
Training Program, including:

a. Providing advice to managements on the selection of employees
to attend training courses, including coordination with the English
Training Division, Code 830, to test employees for competency level in
the English language;

b. Providing advice and guidelines to US/JN supervisors and
employees in identifying individual and group training requirements;

c. Researching sources of specialized training to meet specific
requirements as required;

d. Evaluating training completed and recommending
changes/modification, as necessary; coordination periodic reviews to
ensure training requirements are met;

e. Coordinating with Code 1130 to initiate wvisit clearance request
to cognizant security offices of CNO and NAVSEA for MLC employees
traveling to U.S. Navy sponsored training courses;

f. Reviewing and screening the annual planned training requested
by codes/shops;

g. Preparing Training Announcement, Memorandums, Training job
orders, DD Form 1556, Messages, Letters to implement training program
smoothly and effectively;

h. Translation of training materials from Japanese to English or
English to Japanese;

i. Communication with CONUS training sites for coordination of
quotas, class schedules, etc.



